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ABSTRACT 

The vocational guidance prograa. Creating a Career, 
is aiaed at a target population of disadvantaged youth between the 
ages of 15 and 25 who are unenployed or undereapioyed, without a high 
school education, preparation for an occupation, a knowledge of the 
world of work, an occupational goal, decision-aaking skills, skills 
to find and keep a job, or a positive self-attitude, in order to aeet 
the aost urgent needs of this target population, creating a Career 
has the following general characteristics: a curriculum-based 
prograa, an eclectic aethodology, four aajor areas of focus 
fself-developaent, knowledge of the world of work, decision-aaking 
strategies, and job search skills) , and different nodes of delivery. 
The prograa is organized into nine aain tf^pics (exploring personal 
roles, listening for understanding, guestioning for inforaation, 
setting goals, choosing an occupation, idontifying job opportunities, 
aaking job applications, exploring job expectations, and handling job 
interviews) , The various aaterials used are briefly described in this 
docuaent and include the instructor's aenaul, student book, and an 
occupational inforaation systea (Exploring Occupations Kit— keysort 
cards, indexes, other occupation inforaation aaterials, and a filing 
guide) • The reaaining 30 pages of the docuaent consist of a sample 
topic. Baking Job Applications, fron the instructor's aanual, 
(Author/BP) 
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CREATING A CAREER 



The Pro blem 



Over a quarter of a million Canadian young people leave school 
and enter the labour force every year. Too many of them are unprepared. 
Some brief statenents will illustrate the extent of the problem: 

- Some of them will have less than high sdiool education; 
mamy more will have high school only. 

- At all levels, young people e3q)eri,-nce a "reality shock" 
in making a transition fran school to work. Too often 
they take the first jc* available. 

- 301 of high school students have no career goals (Breton: 
Social and Acadonic Factors in the Career Decisions of 
Canadian Youth . 19721. and there are ln^4r«it^^ne i-kot 
anotl^r 30% have unsatisfactory goals. 

" OcciQjational infomation provided for students is largely 
ec<momic and tends to ignore psychological and personal 
factors which need to be considered in matching their own 
interests, taiq)erament and £^titudes with the requirenents 

P"r^®^ref inuch infonnation is dull 
and difficult to read, or there may be no easy way to 
access students to specific content which is relevant to 
their interests. 

- The world of work is continually changing, under autcuiation, 
bureacratization, and pressures for increased productivity. 
Work organizations are becoming i^e complex. Skills soon 
become d5solete and retraining is required. 

- Students are not taught decision -making skills, vihidi will 
help than to fonnulate and solve their problons or to make 
career decisions in a syst^.atic way. 

- Many young people, even those who are well-educated, do not 
know how to conduct an effective jcb search. They leave 
school witho^.i.t learning where to look for infomation or 
job openings, without a knowledge of agencies and indivi- 
duals who can assist in job search and plac^nt, and even 
without learning how to fill in application fonns. 

- A survey of why 153 cranpanies rejected a-:)plicants revealed 
that education and technical competence were only 9th and 
29th respectively in a list of 50 reasons. More important 
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were personal fi^arance, aggressive mai^rs, in^ility to 
express theoiselves, lack of purpose and otreer goals, and 
lack of omfiifence and poise. Ycxmg people need training 
in intends skills. 

- Lack of career goals and lack of good interperscmal skills 
can be related directly to a negative self-concept and a 
lack of self -development. Without a positive self 

young people find it hard to present thanselves adequately. 
They cannot make good decisions and they t^ to give up, 
drift along and accept less than their real c^abilities 
would indicate. Free choice depends on the self-knowledge 
that one has and how such knowledge is ^lied in one's 
actions . 

- School guidance programs are limited; no more than 15% of 
Canadian high schools have full time guidance counsellors 
(Brettm) . Even vihen a sdiool has a guidance counsellor, 
without a curriculum ^proach in which all. students are 
involved only part of the school populatim receives benefits. . 
Too often the stiuients who need guidance most receive the 
least help. 

- In 1972 yotmg people with ^s than 11 years of school 
represented 72$ of the unen^Jloyed, and nearly 501 of all 
registered clients at Canada Manpower Centres were between 
15 and 25 (Manpower Utili^tion Branch). 



The Target Populatio n 



Many of these problems concern high school or even college 
graduates, but they are most acute for young people who dropped out 
before completing high sdiool . Creating A Cfrreer is therefore aijaed 
at a target population with scn^ or ail of the fol lowing characteristics 

* uneai^loyed or underai^loyed 

* between the ages of 15 and 25 

* without a high school education 

* without preparation for an occupation 

* without a knowle<^e of the world of work 

* without an occiQ>ational goal 
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* without decision-making skills 

* without the skills to find and keep a job 

* without a positive self-attitude 



The Progim; Creating A Career 



In order to meet the most urgent needs of this target population, 
Creati?ig A Career has the following general characteristics : 

1. A Curriculian-Based Program 

Creating A Career proviiJes a curriculisa which a classroom 
instructor without speciali%.-<^ guidance training can teach 
effectively. In this way er 'Students can experience the program 
in conjunction with, and corr lated with, other oHirses. A major 
part of vocational guidance c» be delivered through classrooa 
techniques, withcait further burdening guidance counselors ^o 
already have high student losis. 



2. An Eclectic Methodology 

Cognitive aspects of the world of work, self- assessment 
variables, dec is ion -making strategies and job search skills 
are handled in Creating A Career in "how to" lessons, using 
a wriety of commonly used classroon instructional strategies 
such as lecture-discussions, filmed and audiot^)ed models and 
exercises , overhead projectuals , and role-playing. Indivi- 
dualized experience is provided in support of group activities 
in the more personal aspects of self -development, setting 
personal criteria, and career choice, and cme-to-one sessions 
with a counselor can be included. Instructors and counselors 
using the program are free to draw frcasi their own experience 
and the universe of known strategies to choose aj^ropriate 
instructional methods for any of the curriculum situations. 



3. Four Major Areas of Focus 

In the original concept stu(fy which preceded development 
of Creating A Career , the defined problsns coalesced into 
four main areas: 

a . Se 1 f - deve lopraent 

b. Knowledge of the world of work 

c. Decision -making strategies 

d. Job search skills 
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The program provides training in these four main areas to 
meet the two general c^jectives of Creating A Career ; 

* To have stud^ts prepare a realistic plan to 
achieve an ai^ropriate career goal. 

* To have students deimstrate apprt^riate job 
search and jd) application techniques and the 
£d>ility to function within anployer expectations. 



4. Different >k)des of Delivery 

Creating A Career requires between 40 aiKi 50 classroom hours 
of instruction and individual work. It can be presented as a full 
program of ab<nat two weeks, or it can be coiKiucted as erne course 
along with other courses in basic education or skill training. 
It can be conducted in whole or in part; each topic is designed 
to stand by itself in relation to the others. Particular target 
groi^ may require more oiQ^asis on certain topics than others. 



The Content 



Organizational Characteristics - The content is organized into 
nine main topics . Each topic (see the diart on page 7) consists 
of from one to four units . Within each unit» the content is 
described by instructional objective s whidi provide the basis for 
each of the discrete lessons and exercise . The first five topics 
are principally concerned with activities designed to facilitate 
an occupational choice. Hie latter part, t<^ics six through nine, 
focuses mainly on skills which will help the student prepare for 
an effective job search. 



2. Areas of Focus - The criteria for the inclusion and organization 
of the content was generated from the four main areas of focus, 
identified as self -development , knowledge of the world of work , 
(tecision-making strategies and job seardi skills. 

Self-developnent activities are i^essarily eod>edded in each 
of the topics, with knawle<^e of self, identification of life 
style factors and foimtlation of self -development goals included 
in Topics I - V. 

World of work knowledge is principally develqsed throi^ 
experiences in Topic V yihere students explore occiq5ations and 
jc^s in relation to their personal profiles of interests, 
aptitudes, personal goals and life styles. A reference syst«n 
provides access to finther occ^>ational inf oimation . 
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Students e^rience decisicm-making strategies situationally 
in setting criteria, e)q)loring alternatives and setting and making 
plans to faciUtate personal goal achiev^^t in Topic IV. Again 
in Topic V they ^1)' the sms model to the foxmilation of an 
occupaticmal goal. Hnile ejqseriencing the process of decisiim- 
maicing, stxaients can rationally evaluate these strategic as tools 
to use at later ctecision points in iji^leraenting their career plans. 

Jch search skills are introduced in Tc^ic VI, in a «tu(hr of 
how to identify Job openings. This stinwlus leads to further 
e>^riences in learning and practicing job search skills in Tqpics 
VII and IX. A feature of Topic VI 11 is the identificaticm and 
practice of «j?)loyer roles as a basis for ebtemining cnasloyer 
expectations in various jc^s. 

3. The Topics 

Topic I; Exploring Peisonal Roles 

In an exercise, 'Toi Persons I Am", stu<tents list ten 
roles they play and rank than according to ijnportance and 
according to their am evaluation. Ihey then list ways they 
spend time and money and relate than to their roles, noting 
agre^ents and incoasistencies. 

Topic 11; Listening For Understanding 

A film, "Listening Techniqi^s", introduces and models 
the good attendii^ behavitnirs of eye contact, following, 
reflecting and putting a speaker at ease. The film is followed 
by an audiot^>ed listening exercise in iMch students get 
practice in noting details, reasons ard inferences and in sel- 
ecting the main points of spoken messages. The situations 
shown m the film are typical job interviews with an employer 
and an applicant. 

Topic III: Questioning For Infonnation 

The topic begins with a set of prograsmed exercises which 
prepare students to use the 6WH questions purposefully. TWo 
ai^iotaped question/answer models follow with canff.®ntaries on 
questioning techniques. Then a demonstration of a role-play 
situation prepares students for a set of 12 role-plays, in 
which pairs of students alternate as questioner and responder 
and they jointly evaluate their performance. 
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Topic IV: Setting Goals 



In the exercise, "Ten Persons I Want To Be", students 
identify desirable roles in their future, and they exanine 
related characteristics or activities which may st^rt or 
hinder the achieven^nt of those roles. They draw up criteria 
for setting long-tenn goals, and they analyse their main 
goal to consider Nhat personal factors might be changed and 
what sui^rtinf als must first be reached. 



Topic V; Choosing An Ocag?ation 



Students use the results of various assessments of interest 
and aptitudes, along with other personal criteria and their levels < 
of education and training, to make indiviAial profiles which 
will help them to choose occiqjations or occupational families 
for ejqsloration. A manual key sort technique with 508 cards 
listing Canadian occupational groups gives students ready access 
to relevant infonnation in the occi^tional information system. 
Finally, students explore various businesses and industries in 
v^ich their chosen occupations are practised. 



Topic VI: Identifying Job Opportunities 



Students are first presented with general frequencies of 
job openings in particular occupations in cities of different 
populations, and they consider the causes of job openings. They 
then study the tyj^s and services of of^jloyment agencies, the 
use of the media in finding jobs, and haw to make use of personal 
contacts . 



Topic VII; Making Job Applications 



This topic provides models ai^ practice in filling out 
application foxins, and in writing resianes and letters of 
application. The Master Registration Form fron OlC's is in- 
troduced and explained. 



Topic VIII ; Exploring Job Expectations 



In both pictures and text, students examine the normal 
expectations that employees have of their onployers and in return 
what onployers have a right to expect of thfii anployees. Students 
make a check list of how well they can meet job expectations . 
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Topic IX; Handling J<^ Inteiviews 



The film, 'listening Techniques", from Topic II is 

iham again as a model for interviews. Students id^ti^ 
and evaluate good interviewing tedmiques and th^ try th©n 
out in role-playing situations with instructor, peers, and 
co-{^rative employers and interviewers from anployment 
agencies , 



The Components 



The components are the materials and equipment which organize the 
content and process for the instructor and the sustents. The components 
in Creating A Career are : 



1. Instructor's Manual 

This is the instructor's giiide to managing and ccmducting 
the course. The manual includes an introduction to the content, 
procesii and other con^ponents of the course. Each of the nine 
topics is described, beginning with topic djjectives and an 
overview of the units in the topic. The plan for each unit 
within a topic includes its c^jectives, and a brief outline of 
the learning activities and components required in each exercise. 
The lessons are fully described, and most of the exercise materials, 
including copies of the projectuals, scripts of tapes and film, 
and activity forms for the students, are included with the plan 
for each exercise. 



2. Student's Book 

This is a text -workbook for use by each sti^nt. The content 
is organized in topics and units as described in the instructor's 
manual. Space is provided on prepared forms for most of the 
student's written exercises. A major function of the book is that 
it gives the students a career planning manual which they can 
continue to use after the course as a reference for further 
career- related decisions and in a job search. 



3. Occupaticmal Infonnation System 

The various parts of this syston are described tc^ether to 
show their relationship and use in providing access to, managing, 
and using occiqjational infozmation materials. (The system is 
illustrated on page 11.) 
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The parts are: 



^Ignng Occupations fKe ysort Cards) - This kit c<mtains 
cards. Eadi card describes a groi^ of occupations 
which represent all or part of a unit groiq? of occimations 
ba55ed on the CCDO classificatiwi. The unique feature of the 
Kit is Its capability as an access tool. By using the manual 
key-sorting technique, the sttd^t can identify occtroational 
groups vrtiich are suited to his particular profile of interests 
temperaments, ^titudes and other preferences. In ^tion, ' 
the cards carry a description of the occiq)ational gmm for 
direct reading if desired. The cards have been selected with 
the ^jective of accessing the total world of work in the 
Canadia: ♦?conoray. 

^' ^"^es - Three indexes are included in the system for use 
at vari<His points to meet particular needs for accessing 
and infoxmation retrieval: ^ 

(i) Occi^tiona l Reference lyiex . This index c(msists 
of a list of the CCDO unit grot5)s (4 digit) with 
the unit group na^s. Various occi^tional infor- 
mation materials are referenced to the base list 
of imit grm^JS . When unit groiqjs have been iden- 
tified for e^qjloration or study, the index provides 
access to the s9)propriate bode, chapter, card, 
pamiAlet, page, etc., in the materials. 

lu^^-^ yex. Each occupation (^proximately 
6700) in the CCDO is grouped under various industry 
descriptors to provide cross referencing and ex- 
ploration of occiqpations within broad Indus tiy 
classifications. Access to infoimation is provided 
through the "industry" to specific occupations, which, 
when identified by unit group nundser, link to the 
Occupational Reference Index and hence to the rele- 
vant infonnaticm. 

^^ii) Alph^etical Index . Each occiqjation is listed by 
its base title and alternate titles. Industry 
designations and CCDO code nui4>ers are also given. 
The first 4 digits which represent the unit group 
provide access to the Occupational Reference Index. 

Other Occupational Infoimation Materials - Only a core of 
materials has been selected and reconnnended. The (ksign 
of the syst^n is such that any number or type of materials 
can be added and indexed by an instructor. The coj^ 
materials vAiich carry the basic inforniation load are: 
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(i) G,C. Monpgrafiis (Guidance Goitre, College of Ediaation, 
University of Toronto) . Ihere are over 300 of these . 
mom^rai^, eadi describing a single or small gr^ of 
occt^jations , They are in panq^let fonn and are suitable 
for looseleaf binding, display shelf or filing. 

(ii) Occi^tional Exploration Kit (Science Research Associates) . 
This kit contains 300 pani^ilet type dei r:>tions, each 
covering a single or small gn^ip of ocv ip^ tions. In 
addition, booklets are includad on major industries and 
types of work v^ich liable study of work in broad fields. 

(iii) Canadian Classification and Dictionary of Occ^jations . 
(Department of Mai^xswer and Immigration) . 

Filing Guide - This is a guide for instructor or counsellor use 
in collecting, filing ai^ maintaining the following types of 
occupational infoxraation: 

(i) Single- job unbomd piislicaticms; 

(ii) Single-job bound pii>lications', 

(iii) Single- job aiuiio visual materials i 

(iv) r>^ltiple-jd> unbound pi^licaticms; 

(v) Multiple- job bound pji)licati(ms; 

(vi) Multiple- job audio visual materials. 
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The fbllodng section is a saa^le topic, 
icfpic VII, Making J<^ i^lications, fim the 
Instructor's Manual* 




JOB 
APPLICATIONS 



MAKING JOB APPLICATIONS 



OBJECTIVES 

students win learn the written procedures for making job applications 
Specifically, students will learn to: appncaiiions. 

1. Fin in job application forms. 

2. Prepare a resian^ of training, work experience and 
personal data. 

3. fcfrlte a letter of application for a particular job. 

OVERVIEW 

students will learn the written skills necessary for filling in job 
application foms. preparing a resum^ and writing a letter of application 
Itemized models provide Infonnatlon at each step. appncanon. 

""^^ ^ " Cgtnpletinq Application For ms gives instruction and practice 
in filling In job application forms. 

Unit 2 ^Preparing letters and R&^im^^ gives Instruction and 

practice In preoarlno resumes and writing letters of application. 



EVALUATION 

in propTJS^'nfcon't'Int'''" ' ' '''''' ''''''''''' 
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UNIT I : COMPLETING APPLICATION FOfWS 

OBJECTIVES 

1. Complete sample application forms for employment by interpreting 
abbreviations and filling in the necessary information legibly 
and correctly. 

2. Complete the Manpower and Immigration Master Registration fom. 
LEARNING ACTtVITfES 

1. Exercise 1. Complete Application for EmployiT^nt No. 1 

Projectual Set: Application for Employment 
Student's Book: Form No. 1 

2. Exercise 2. Complete Application for Employment No. 2 

Student's Book: Itemized Instructions for Form No. 2 

Form No. 2 " 

3. Exercise 3. Complete the Manpower and Immigration Master 
Registration form. 

Student's Book: Client Instruction for Completion 

of faster Reqlstratfon 
Master Req istratl onTorm 
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EXERCISE 1. PROJECTUAL SET: APPLICATION FOR EMPLOYMENT F(MM 
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AFPLKAnm FOR MLOWBTT NO. 1 



NAME 



TSXEPKONE 



ADDRESS 



AGS 



MARITAL STATUS 



SOC. INS. IK). 



CONDITION or HEALTH 



WEIGHT 



HEIGHT 



SEX 



NUMBER OF DEPENDANTS 



WIFE (HUSBAND) WORK? 



EDUCATION 



HIGH SCHOOL GRADE COMPLETED 
LIST OTHER EDUCATION 
Course 



YEAR 



SCHOOL 



year cc«npleted 



school 



EXPERIENCE: LIST ALL JOBS UNDER THE GIVEN HEADINGS. START WITH JKJST 
RECENT OR PRESENT POSITION. 

Daployer { Position . iFrotct To i Supervisor 



LIST 3 REFERENCES HERE 



Name 


Address 


Telephone 





















DATE 



SIGNATURE 



19 




20 



H 



> 



Q 



3 

CO M 
O H 

CO 

< 



1/) 1:4 
^4 M 



(4 

as o 



9* 



I 

3 



C9 
(0 



0 



in 



21 



EXERCISE 2. ITEMIZED INSTRUCTIONS - APPLICATION FOR EMPLOYMENT m. 2 



The first impression many employers will get from you is your 
h?£ i^f?!?" ^;rr* ^^^^ correctly and neatly, it will tell 

m2 *^"^^?? ^^^^ aptitudes and reliability and acquaint 

him with your skills and experiences. Each employer has a form which 
asks the questions he feels are necessary for his decision. The for.'j 
we are going to use as an example may be n»re complicated than most, 
to answer * ^^^^ °^ questions you will have 

"E^E IS A GOOO CHECK LIST TO FOLLOW. When you are finished filling 
in the form, con« back to the list as a guide to checking your form. 

1. The form must be accurate. 



2. The infonriatlon must be complete . 

3. The information must be honest . 

4. The form must be nea t . 

5. The written instructions must be followed . 

6. All responses must be typewritten or written 
in Ink. 



The following Is a step by step set of instructions to fill out 
the form. Read the Information for each number on the instruction 
page, then complete that part of the application form. Read carefully. 



rOR OfFlCC USE OHLY 


PmBihi^ Work 
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APPLICATION 

FOR 
EMPLOYMENT, 

<l»t.EASE PRINT PtAINUV) 

PERSONAL 





Work 







Dai* 







0«te 




0^ 



NAfffl« 



0 



$frttl 



So€i«l lfl»Mr«f«Cff No 



Tttephono No 



Itrttf 



HOW 10^9 did you t«¥e IHofC? 



0 



C#fr 

No^ long ftiive yoy lived $% «t)0ve oddreos^ 
€.ff 

Heioht ... . fi. ^ _ If* 



0» 



MofiUi Suitiii^Hlfinpie Q E««o«9ed {3 Mdrrted Q St pafiited Q Divorced Q WtdowedQ 0«te of Mirnage. 



OAto of l^trtii^ 



Numt»er of childfun . 

Dofto yoMf wtfe/huttoand worn' 
Oo yoii OiA^n your Own home? ^ 



0#? 



Sex M 

Number of dependentt 




J bo. 



... If )ret« i«fHat kind*. Hts or her r«ro(n^ I ...per weok 

Pey rent?^. , Monthly rent of yow renti ■ — Own o cor?^^.. , 



Do yOM hove any phyeM:iii defects that could i«mtt 
your effect fveneis tn pooition applied for?^.^ ^ . - ^ 

Have yow Had a major fMneia m the patt 5 years^.. 

Have yoM received compentatton for mjurtes^ _ 



PoiitiOn<oi applied for — • - 

WOMid yo« work Full Time ^ Fart Time 

Were yow previoweiy employed t>y 



. If yet* describe 
If yt%. descrtOe 
If yes. describe 



f={ate of pay evpected I 
Specify days and hours if p^irt tim« 

If yes. when • . 



per week 



WORK EXPERIENCE 



Please state atl the j<*s you have held «nce you started working Kindfy include all part-time or summer empioy* 
ment whilst attending school 



DATS 



m0m va 



to 



Mo«f va 



MAMi coaiPAf«y 
Oft iMfh^ovio 



AOPIItM 



NATWilt 

ogritt CHI 



MOf«rHtbV 

•Ai,Aa¥ 



niAiON f on 

lb€AV9Na 
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Z^*^ Its own way of fining out the forms. Some firms require 

J?i^.''"Sr!l^il'"' *""l''"9; ^""y this to see If you foil o™1ns??^c- 

cut t^' '."^^'iz ^ \i :n Ki di?: ?r;e:Sei?eS"- ^ 

® 

f,!??^ ?° «ne of several ways. Your last 

U.Z ^^tJ"' '^iT"^ "'"^^y "o^n f"-". ''"t it may be the othe"way 
a^S ^ninlfj;/"' y*""" T''" or'your first nL2 

^ri^i-^ani^nni^^r^prd* """" 

® 

,> ^hf" "^^^ cases, you will be asked for your Social Insurance Number. List 
It the same way u Is on your card: three groups of three nun^ers 

In the address section, give your normal, complete, mailing address 

go to rhead'Sff icr*"" application may have to 

® 

Previous address; give the full address and how long you were there 

the co'WJoVrly^rat* \Z tXlVf^Z'^ir'"' 
® 

rfon't J*lhi!f*?!' 5""* "'•y accurate information. Some firms 

don t. If there is a future marriage or divorce ahead of you. out down vour 
status as of the day you fill in thi form and a note of poteXtla^ cteJ^ef 

Your date of birth. Your sex. This may not seem necessarv when to 
you. your first name is obviously male or feJiale. mi It in- the 
who reviews this application doesn't like playing guessing gail^s 

® 
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1 ^Otiibfe Work 
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APPLICATION 

FOR 
EMPLOYMENT 

(Pt.tASe f>RINT l>t.AmUV| 

PERSONAL 



pQH orncE USE ONtv 


Work 


Ritr „. , 











DAie: 



PrtsMt AffHrett . 



SociAt IntMrancf No.. 



Strttf 



PrfvH>u9 adiSrcsc m Canada 



StrtH 



Citf 



How (ong Have you (tved at above addrttt^ 



Cfff P,¥imt§ 

How to«9 did you hvc "here?... _ Ht^h\ fl„ m Wp»^t ^ 

Martial Stattii: Single O Engaged D Married £3 Separated Q piverced O WtdowedCS Date of Marnage 

Data of biftk ■ ■ ■ — - . ^...^ . Sa» M r . 



Number of children. 



flota KOMP turife/huiband work J 
Do you owf« your own Home? ^. 




0*f 
THeir aiKi 



f yei. MrHat ktnd^^. 
ay rc«t? 



NuivvbCr of dependants 



Mt% or her eartMnfuM 



.per weak 



Monthly rent (if you renf|. 



Own a ear?* 



Oo you Have any pHyt^at defect! that could iimTF^^^ 

your affeciivenei$ tn po«»tion apptted for? ^.if ye». IhNKribe 

Have you Had a majar iiinetf m tHe pait 5 yeart^^ if yes, detcnt^e 

Have you recetved compenaation for tn^urias* „ if ^ft, detcr^be 



Poa«€«on(t) applied " ir - expected 

Would you work FuM Time f»ar« T.me!^||P Spcc fy dayft and Hours »f part t«me 

Were you prtviouily employed by us? - If yes, vvHen^ 




per week 



WORK EXPERIENCE 



Pteasc stale ait iNr jobs you have held since you started working Kindly tncJude all pan*timc or summer employ'* 

mem whilst att endmg school. 



oatt ^ 




Aooniaa 


NAf yat OP 
euTffa on 
Km MCI.0 


MOMTNLV 

aauAar 


UCAVfkiO 




TP 


MAMt or COMPANY 
Oa iMPLOyitt 






♦a 
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is ald^Tn^^II^^^fLc^^J *° ^TJ^. if^"^ wo^'^s. What his/her position 

tllrt t2 cases, how much he/she makes and htw l;ng he/she has been 

J^^ <)"estion about his/her salary may seem quite personal but these 
kKSiledge'"' ''''''' ''"'^'^"^^ ^^^uref d'^n'? become public 

@ 

I?' application forms ask questions about your home or your car 

fttll' "'f^ ^° ^ their business, but the person whf^eviews 

these applications in order to select the ones he wants to inJerJiew has ilrv 

in y Xuirh'e"^l/?nH^' applicauJnlo^ ?s thl "^ 

slti 2p ?he interviS^.^' ^'^^ ^'"^ ^" ^^"^ before he 

nh.ci!5rl-^L*^!^^^ limitations, mst firms want to know about any 

f?^m coin "^^ 3 '^^e remo?e a?2^. away 

from complete medical services, they want to know quite a bit of detail 

(S) 

® 

DWrf^r. '2*° '"'"S °^ """9=' P"* "own- A lot of em- 

ployers are gett ng v.ary of people who feel they should start at the too On 

Irlr^fZ T"; ^^"^ *° than the linta wagrin 

order for you to go to work, state what the mlninuim salary for you !ra2?d have 



i^c J^J"" "^"^ '° part-time? If you are prepared to work onlv 

part-time, say so. Sometimes a part-time job can develop iStol fSlMime ^ 

Your past Jobs. Be as accurate as vou can Oupr iho ... 

forget salary levels, the address of firms the^tilf'rl tSfdhJ ^TJ""*^ 
"H-t put down as much as you can The uswl Srac f '4 ?isl Ite'?!,?' «k* 
Wv?n1 Zll Hcn^s1*!rsJ:ti;^;LV*J^al?f f^?" 
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RECOBa OF EDUCATION 



School 


couRse or study 


Vtart Attended 


CHtck kMt 

year 
Completed 


Vou 


titt 
Otploma 
Of Ooflfif 




1 

From 


To 


0 rally ate ^ 


iltm«fiUry 








5 


0 


7 


a 


C3 Vet 


















Q 






. _ ^ .. ^ ... . - . 






1 


2 


3 


4 




















s 


P No 












1 


2 


3 


4 


Q No 


















Ottier 








1 


2 


3 


4 


Q Vet 






0 












□ No 





(•ist any friondt or relattvea working for ut 
Wera you ever convicted' ^ If yet. describe m fyM 



PERSONAL REFERENCES <Not Former imptoyen or «eiat.ve«) 



Name and Cccypatfon 



Addreta 



Pnone Number 



Have you ivar liaon bonded? II yea, on *^liat j^a? . -- . , , , -r^_-r...r.. r ^ r^.-._. __ -- 

May we o^taet trie <mployer« '^^^^^ not tndioate by No. M^hieH one(a) you do not %v>«H ye to fiaittagt 

THt laeti ««t fortn above in my apptieatfon lor employment are true and cemptete. f yndervtand tbat if emp^ycd|f«i»« atalementa 
o«i tfifa appl^ation eMM be eoneidered auff*cient catite for dtamiasat. 
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^ Your education. Again, dates may be hard to remember, but some firms 
want to know more than just the year. Under the other, or special or nSt 

^^'^ ^''^ taken sJch as^bS ness ^ 
courses, first aid, technical courses. Don't list hobby courses. For other 
languages, state whether you are fluent in the use or have a balic know?edge 

@) 

;»c "J*^^;*^ questions that are required for certain industries such 

as do you have any relations working for the company" or "have you ever been 
convicted". Answer truthfully. ^ 

^ Finally, what references do you have? References are the people who 
the employer can call to find out about you. Most firms request that you 
don t use relatives as a reference and many request that you don't use former 
?T u®^^''® anyone's name, be sure you check with him first. 

It may just happen that your reference and the firm you want to be employed 
at are not on the best of terms. Using that reference may do you more harm 
than good. If you do get the job, be sure to thank the persons you used as 



When you have completed the form, read it completely over once more 
IZff^ you/issed a question or did not read the question correctly. Go 
over the information for each number to see that all the points have been 
cov»2red. 
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EXERCISE 3. MANPOWER AND IMMIGRATION MASTER REGISTRATION FORM 



Students should first read the fomi "Client Instructions for 
Completion of Master Registration" In their books. This is a com- 
plicated form and the instructor will have to spend some time dis- 
cussing it with the class and explaining any instructions or re<juire- 
ments which are difficult for students to understand. 

Then the. students fill in the blank Master Registration Form 
in their books. The instructor should check that each one is correct. 
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MASTER REfilSTRATION FORM 



>■ i I I I t J . J. 



^§ WHAT ^fo^ar fl m aJi wJ »#gjfcWft^rrt J^m. ' V>. ..L I ^ 



GOOOOOOO 



01 fW«flA«ll 

1 I i, 



«• NONWMMItt MAMtTMtn 



X 



— , I I I . 

a Qkm 1 °* "Ma 



i „„i.. 



L.' ' ' ' I > » I I t 



I coot 

i 1 I A 



I I A J. 



0> OAII Of fVllfH 
OAV . MTm 



STATU* 



■i— I_J 1 ^ t I . , 



NO 



WHAT fofti^ or mm ama mi to« MifMiio to wbmt%u ma^ 

*□ eg oQ 



OTHf fl INtOMf no 



-i i Lx. 



«>KJ 
f XV 



J L 



» »VOUWUM0VI1OafT«iMtMt«ltW)u«0UMMI« 



14 ri ATVWifiC 



5 n'*****^ 



^MftK OM io» 



11 



gl iCNf CK OM tOX OM^T) 

; D^<^<^ lDfiAWTT^»tt jQllTMIII 



xQofiNni 
Kmcn (m aox o«Kfi 



AKV 

ItMf 



A7 4i f 'f>^ (>*T| 



♦J CMC ^ 

i — L 



CP 



ACTfoi'""^ 
OATf 



a*A OISCHMM A*nr OtMMUTV fHAf MAY AFf tCT tOlM CMnOV«tt«ir 



'^34 DO nju ouAufv Po« 



I coot 

f 



aiA AufOM0t<a 



I tHi i$ rf s A^< VOU fffCCiVt^O 

I vm^s otSAtairv hnuqh 



^f^^* fCHJ Ml *#0t A CANAOtA*! ^ 
Ot^«« H« VStHA? nAU 0<Q 



1 



Icooc I 



f9l t 



ACT 



•A WAOi ftiOi^CO 



itA CAN ruii srAur «vo«ik 

fM^OtA^lir 



J 



lyAfiOUAOift 



»f MOT lAHlM 



l*iU4'*.« ,'AINCH 

□ :Qs#iA« 

Q'^*'^^ Q^'Tt jQ wVWfft 



in 



at 



■ 7c— 



KfOHlSf 
iOOCAttO«i { OiiAtH 
I COM 



ACAD'M^ I 

* IKAOfS I ' 

TfCNNtCAi t 

COMMtftClAi I 



TfCMtOtOClCAi i 



coiuor / 

UtlVf»SffY 



0 

COM 
^ifTfO 



MOvt^ 
COv#lT*T 



I 

I ClAf'PtCATfi 



, 0A»t 4vA,t A8it "XIm rmk im is*/> TTTTT 

I CO , OA* MT« v» *«s I ' 



imoMA 



AAlA 0$ 

$#fC«Aif 



A0O«T(O«tA| 
OftAliS 



GTMfA 



to WHAT JOt<S) AA| TOO lOOMMO W (4« QllOIA 0* NIf f f iMfiCI} 



t€tA<^ WQAii IffiCf 
OAf «ilTN 

1 I I J...L 



CAAMIOWMH €lTl/f ft 
Off w«t>v« Q»n 



V,A At 'tHNAt.vl Ci/#Af OJ»tg»>4 



A«j — L-,i.,A. 



t J. 



J L 



J i 



JL 



f/A ALftHAlAYlVi OCCUl»At»0<W CO*?; 



-4 i- 



T TifU 



\t A£f t f LAi 
0 I & 



1 
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WORK HISTORY STARTtNO \M1H YOUR MOST lliC€N7 ^OS 
7 



•lA. 



V I > I 



fttA 



r 



^ 

J i 



MMf Of 



iOCATtON 



, 



r 



r — ' 



OATfS 



I 



0 



MOtlTH mil 



0 



1,1,1 



I 



uQMm Tun 



to 



fKOM 



MOMTH VEAM 



TO 



I 



flAWI Of 



lOCAriOfi 



r 



I 




M 



MR 



r 



M 



OATfS 
fM#VO¥fD 



ft 



MONTH VlAH 



TO 



1 i, .] 



H 



i 



TO 



!♦ Manposwf and Immigration Main-tfaeuvfe et tnrmgfat»on j 

MASTER REGISTRATION [ 



i 



^GALEMENT DISPONIBLE EN FRANCAIS (FORMULAIRE MAN 701 F-S) 
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UNIT 2 : PREPARING LEHERS AND RESUMES 



OBJECTIVES 

^* l^^^t^ ^ resum§ of training, work experience and personal data 
following a model restane. MBr!,onai aata 

^' ^.llHJ «PP^<cation for a given job opening followina 

the format and content of a given model letter? "owing 

LEARNING ACTIVITIES 

1. Exercise 1. Work through the itemized model resum^ with students 
and discuss it until clear. 

Student's Book: Introduction to Unit 2 Prepar ing Letters 

and Resumes 

Itemized Model Resum^ 

2. Exercise 2. Have students prepare a resumi of their own personal 
data, education, training and experience following the model. 

Student's Book: Preparing a Resume 

3. Exercise 3: Work through the itemized instructions for writinq 
a letter of application with students. 

Student's Book: Itemized Model Letter of Application 

4. Exercise 4. Have students write a letter of application for a 
given job opening. Newspaper advertisements are provided in the 
student's book. 

Student ' s B ook : f^orm of Application Letter 

Wntlnq a Letter of AppTlcation 

5. Exercise 5. Optional . Students prepare a letter and resum^ 
package using the prepared resume and a covering letter written 
in response to a given newspaper advertisement. 

Student's Book: Written Application Techniq ues 
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EXERCISE 1. ITEMIZED MODEL RESUME 



A resune is a sununary of your personal information such as age, sex, 
marital status, health, your education and training, your work experience 
and usually the nan«s of your references. A resumS must be directed to 
a prospective employer. 

The summary of your work experience and your achievments may become 
one of the most important things you prepare In your job search. You 
should use an accepted model and write it carefully. 

A good reswne will help in the following ways: 

1. It will create a favourable impression with an 
©nployer. 

2. It may excite the interest of an ©nployer. 

3. It will outline your personal characteristics and 
point out your qualifications. 

4. It will focus attention on your special abilities. 

5. It will give you the best opportunity to be hired 
for a job that suits your qualifications. 

MERE IS A CHECK LIST TO FOLLOW when preparing your resun§. Look 
back at the list after you have done yours to see that all the points 
are covered. 

It should include: 

1. Personal information - name, age, sex, full address, marital 
status, family and dependants, state of your health. 

2. Education and training information - education level completed, 
special training, certificates, diplomas, degrees, etc. with 
dates received. 

3. Experience - your work experiences with brief descriptions of 
your duties and responsibilities for each job you have held. 

4. Reference - list of names of persons who can tell the ©nployer 
about your characteristics, education and work experience. 

This resume can be a model for resides you may want to prepare to help 
you find employment in the future. 
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RESUME OF 

STEPHANIE JOAN LAMBERT 

2206 - 6th Avenue East 
Maple Leaf, Saskatchewan 
S9V 2E7 

Telephone: (306) 858-4579 
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THE PARTS OF A RESl^' 



A The Cover Page 



The resume'' of ten contains a title or cover page which gives the 
following information: 




Your full name. 



2) 

Your full mailing address including postal code. 




Your telephone number, including area code. 



This page gives the prospective employer all the information needed 
to contact you if he wishes an interview. It also places this information 
Immediately in front of him. 
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Stephanie Joan Lambert 

2206 - 6th Avenue East 
Maple Leaf, Saskatchewan S9V 2E7 {jj 

Telephone: (306) 858-^57,9 
EMPLOYMENT OBJECTIVE 

Salesclerk In the retail sales of floral specialties, gifts or 
fabrics. 

WORK EXPERIENCE ^ 

Meeting and Dealing During my employment as a salesclerk. I was 
wun People recognized by the Department Manager for my 

ability to handle difficult customers. As 
a switchboard operator. I gained a reputation 
for my tact. As a housewife for the past 12 
years. I have had to use tact and discretion 
In a variety of difficult situations. 

Through my involvement In community work over 
the past 5 years (meals -on wheels program - 
delivering food to shut-ins) I have had to 
meet and work with many people and I was^ 
particularly praised for my patience wIfS the 
sick. As convenor for my hobby club. I was 
responsible for maintaining a roster of the 
members; then I had to contact them when It 
was their turn to donate lunch. 

^^^^^^y At I have learned to operate and maintain 

a variety of equipment - washer, dryer, stove 
and many small appliances. I learned to make 
temporary repairs to small appliance wiring. 
An eager learner, I have become an excellent 
cook and have been praised for the originality 
of my menus and quality of meals. 

In order to attend night classes in ceramics 
and sewing and to participate In community 
work. I learne'd to drive in just 4 lessons (I 
hold a valid driver's licence). I took up 
ceramics and quickly learned molding techniques, 
the application of color and glaze and the 
operation of the kiln. In sewing. I was com- 
plimented for my progress and application of 
techniques. 
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B Body of the Resvene^ 

In the upper left-hand corner, the Information which was on the title 
page is repeated. 



0 
© 
® 

© 



Your fun nme. 
Your complete address. 
Your telephone number. 
EMPLOYMENT OBJECTIVE 

A short statement of your goals or what you wish to do on the job. 

WORK EXPERIENCE 
This can be arranged: 

a. by subject as shown in the example; or 

b. by actual jobs held in your work experience. If this 
method is used you should: 

i, always list you last job first, working back 
toward your first job. 

ii. place the dates where they can be seen easily. 

Example 

Truck driver-mechanic - Arctic Oil Company. April, 
1970 - Present. Driving water truck to oil 
drilling rig. Routine maintenance and lubri- 
cation to truck. Supervisor - H.A. Cartier. 

Taxi driver - White Cab Co. July, 1969 - March , 
1970. Driving taxi in city on various shifts. 
Handling cash and keeping books of car main- 
tenance records . Left to accept job with the 
oil company. Supervisor - J.H. White. 
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^ Body of Resume (cont'd. \ 



RELATED EXPERIENCE 

Experiences that you have had outside of paid jobs that prepare 
you for employment. These could be hobbies, school activities* 



EDUCATION 

List all education and training courses taken. Include: 

a. type of training or education. 

b. place of training (if college or technical school, 
list city name). 

c. whether you" completed course of study or not. 

d. date of completion (year only). 

PERSONAL DATA 

State pertinent Information briefly about yourself. 
REFERENCES 

Name people who know you and your work and can tell prosoective 
employers about you. Include: 

a. name, 

b. address. 

c. occupation. 

d. telephone number (if you know It). 

Obtain permission to use a person as a reference. 
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Handling Money An important aspect of being a good homemaker is 

making the most of the faanily income. To do this, 
I plan all purchases of food, clothing and house- 
hold itens, compare price and quality, then make 
purchases using cash, cheques or credit card. In 
the home, I share the responsibility with my husband 
for paying bills and budgeting the income. 

As convenor for the hobby club, I am required to 
collect and count cash at each meeting, make bank 
deposits and report the balance to club roenbers. 



I had to handle cash, cheques and credit purchases 
and was responsible for my cash float when I 
worked as a salesclerk. 



RELATED EXPERIENCE 



In school, ! learned to type and use the adding machine. I have developed 
a good knowledge in matching colors and materials. I have developed my 
ability to prepare and arrange pleasing displays. 



® 



EDUCATION 



® 



Completed Grade 11, 1958 

Completed evening course in ceramics. Cwnmunity College, 1970 
C(»npleted evening course In sewing. Community College, 1972 



PERSONAL DATA 



0 



Age - 32 
Height - 5'4" 
Weight - 115 lbs. 
Health - excellent 

Marital Status - married, 2 children, ages 7 and 11 
Interest - ceranics, sewing and community work 



REFERENCES 



® 



Mr. John SMYTHE Mrs. T. CHECKERS Mrs. Janet BLAIRE 

Manager Operations Supervisor 1515 Maple Drive 

Tru-Value Mart C.N. Communications Maple Leaf, Saskatchewan 

Rosthem, Saskatchewan Camloops, Saskatchewan 

Tel. (306) 205-7649 Tel. (306) 295-3321 Tel. (306) 765-8693 
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EXERCISE 2. PREPARING A RESUME 



Have the students prepare a resum^ of their own personal data, 
education, traininq and exper1*»nce following the model which they 
have just studied. The student's books have blank pages for this 
purpose. 



EXERCISE 3. ITEMIZED MODEL LEHER OF APP^JTAnnN 

The letter of applicati-..i may be the first sample of your work 
which a prospective employer sees. From It he will form an opinion 
about you, your attitudes and abilities. Rematiber. he may read it 
before he has even met you. or before he reads a resum^ of your quali- 
fications and before he sets a date for a job interview. The letter 
should leave the employer wanting to know more about you and looking 
forward to reading your resumi and an interview with you. 

HERE IS A GOOD CHECK LIST TO FOLLOW when writing job application 
letters. Look at the list again after you write your letters. 

^' Sfi brief and to the point. 

2. Clearly identify the j ob you are applying for. 

3. State your training and experience . 

4. Ask for a job interview. 

5. Provide the nec essary Information to contact y mj. 

6. Write it dn on e page . 
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410 Tenth Street East 
Hantsport, Nova Scotia 
B6N AK2 

November 9, 1973 



Mr. John Reede 



Personnel Manager 
Reede' 8 Electric 
624 Maine Street 




HANTSPORT, Nova Scotia 



Deaz Sir: 




Please consider my application for the job of electrical repairman, 
advertised in Friday's Beacon. I believe that my training and 
experience have prepared tse to handle the job to your satisfaction. 

I am 30 years old, married and have two children. I completed 
my grade ten at the Fairview High School in May of 1964. Since then, I 
have taken a 32--week Electrical Construction course at the Tech. For 
the past four years, I have been employed by Mr. J. Doe as a helper in 
his Repalr-Xt-Rlght Electric Shop. I have also worked as a transit 
operator and a maintenance man. 



Enclosed you will find a complete job and personal resume which 
includes references. 



I would appreciate an opportunity to discuss the job with you at 
your convenience. I can be contacted by telephone at (Area Code 902) 
864-3291. 

Sincerely yours. 



Robert Smith 



enc. 



41 



Q 

^ RETURN ADDRKS AND DATF. Give your full mailing address snd the 

the dif l^^fd^I"'' '''''' ■^^3^" than 

a. the name of the person to whom you are writing 
(sometimes the name Is not given). 

^' tit It* or positio n of the person 

c. name of the organization or business. 

d. the full address. 

Notice the punctuation in all parts. 

® 

Apply to the Manager" is advertised, "Dear Sir:" is the most aonronri/ifa 
If no name or position is given and you have the na^ of throrZiLitJn" 

descr lotion^lt'gh/j^K'f IV^ ' "^"^^ """"^^ '^^ kno"") ^ 

aescription of the Job as It appeared in the advertisement. Also state 
where you learned of the job opening. hiso state 

partiS^BPy^e^\^L^^: K?JiS„^ 

that you have the qualifications asked for iX thradiertisement This 
s the most important part of the letter. Vou want the emoW to be 
interested in your qualifications so that he will want to fc,? aLt 

© 

with ™''?ettbr ' "^'^ ^" " °'' ^'■^ enclosing 

»nH ^'^ - Show that you wish to have a job interview 

Vur?^;»^"^]nf J.k'^S^'''^^^ «s "Sincerely yours" or 

The "Inc " ^t%hl^?jj^^ your signature and type or print yoLr name, 
ine enc. at the left means "enclosures" which indicatP that unt, 
sending something with the letter. In'thls ca'se a ;eslV?rej;?losed. 
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EXERCISE 4. Have the students write a letter of application for a given 
job opening. Newspaper advertisements and a space for writing the letter 
are provided In the student's book. They should follow the form of the 
application letter below. 



FOPS OF APPLICATION LEHER 



(Your Street Address) 

(City, Province) 

(Postal Code) vi/ 

(Date) 



(Name of Employer) 

(Street Address or Box Number) (O) 
(City, Province) 
(Postal Code) 

Dear Sir: (or Dear Mr. ) 



(Position Applied For) 



{You r Qualifications) 




(Training and Experience) 



(Enclosures* If Anv] 




(Request For An Interview) 



Sincerely yours, 
(Your Signature) 
enc, (Your Name Printed) 



ERIC 



